
SecureSheet
END USER QUICK REFERENCE
	Use this guide as a quick reminder while completing your SecureSheet.


	STEP
	ACTION
	WHAT TO DO

	1
	OPEN
	Use the SecureSheet link provided for your current planning cycle. Complete any required sign-in or authentication steps.

	2
	REVIEW
	Read the on-screen instructions and identify the employees, items, and cells you are responsible for completing.

	3
	ENTER
	Click editable cells to enter a value or choose from a dropdown. Click Save Changes often to save your work.

	4
	CHECK
	Review warnings, required fields, totals, budgets, and highlighted exceptions. Correct entries as needed.

	5
	COMPLETE
	Follow the process to Submit, Complete, Approve, or otherwise finalize your work.


	QUICK TIPS
• Use filters, when available, to narrow the information displayed.
• Follow column headings and on-screen instructions for field requirements.
• Review summary or budget information as you save changes.
• Before closing, confirm your recent entries appear as expected.
• After submission, your ability to make changes may be limited.
	COMMON QUESTIONS
Can't edit a cell? It may be calculated, protected, or outside your responsibility.
Value not accepted? Review the field requirements and any validation message.
Missing an employee/item? Your access may be limited to specific data.
Need a change after submission? Contact your support contact.


	BEFORE YOU FINISH   ☐ All assigned items reviewed   ☐ Required fields complete   ☐ Warnings addressed   ☐ Totals/budgets reviewed   ☐ Completion step finished


NEED HELP?  [Support Contact / Team]  |  [Email Address]  |  Planning Deadline: [Date]
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